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mmtmmmmw'swn {ig=
velops and recommsuds plans, progrems, policies, and procedures gg;:aﬁ
wmmwmemaiwmtmwnmm&m
appropriate support and sdvice rolated thereto. The following five steff
components comprise the organisntiosal structure of the Management tafls

1. Orgemisstion snd Mothofs Sterr

The Organization and Methods Staff exmmings orgealzgtionel stru:twe
fimctions, methods, snd procedures, togather with the fte staffing
::::;::;mnmduntmmunalaaa:wau-mﬁhmnms1m'ﬂutnn o hoads of

An ObM Starf of[ |professionsl emd [ plerical emp) z =
7 ] employees perfurs this

HG THE FIRST HALP OF FY 56 IB AB POLIOVS:

Eﬁiuumuaa§akuéaéﬂﬁAEEEEQEB

Qﬂeemmwammmmmzm:arnw% he
an:saum, LD/P Arves. Included in this mumber were[ |1/0

uermutiaa of five major DB/P s and divisieons inv: :

approximately [ |posiiions. /0 requests wre mﬁi’;ﬁ%

ireas), ncluiing Tecceanisation o5 s ehrierre (0/8 aed D0/
£an four

esteblisiment of one nev division. dvisions end the

b. Memagement Studiss
Beven major managemeut stuiies were completed during this pe-ioé
in the DD/P type of stdy is the
Im costas between w!vﬁh Le &
vy Recommndations adopted rvsult
of over $196,000 per year throug.

eutmumammmm tion, per diem and
porsonans
;;hrhs Nineteen wajor stuiles were completed during this perind
the two u:u, m/zua m{s. The: m, which were aumny
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(1) Tighteming up of Special Register, OCR, crgsslsation, iacluding
abolistment of two sectioms.

Establishment of prodastion comtrol and imgrovad procedares
@ in the Printing Flant, 0L, elimimating s two-month hacklog
with one leass enployee.

i Wmamuummmmm‘m o
(3} {costing $750 per month) in the| | Office of the
Comptreller, dne to functional and procedwrwl chenges.

(4} Work simplificatiom, improved procedures, mei revised sk
“ mm:m in the Dissesination snd Comtrol Brasch, 0CI, per-
mitted trassfer of two slots and slimination of overtise

costing appricimately $6,000 per year.

) mm.nmmmmxagmm,mmm@

Busioess Nachines Dervitae ftalf

Chief of the Business Machines Bervice acte on en Agsocy-vide hesis o

technisel sdvisor on the spplication ssd wtiltsation of busines: meaiirer

and relsted equipment; sgproves parchase or lesse of aew equipmat; o
dncts resesrch in relation to nev wachines, techniques epd sppicetions
and makes recosmendations arising therefram.

[ Jorricers on this staff.

EXANPLES OF ACCON L ISWMEWRT DURING THE PERICD 1 JULY 1955 YERY i DRCOGE-
1955 ARE AS FOLIONS:

o Dirested the fnitia) imstallatics of IEM equipment and Flexowriter:
wmmmw&mmmmmm'ma
Stalf cperational needs. Wen this instalistion is in full cpers-
: it i» estimeted that loyees with sn smmal salary &f
bmw @ for other assigmeents in th: Agenc/.

b. BSurveyed Agency insurance end claims presedures; racommendsl and
sscured scoeptance of tho use of Haticusl Cash Regloter equipmert
with o resultent saving of two clerical pesitions and sdditicne)
systen benefits.

¢. Davised testative procefiures for mechsnizing the preparatics mx
ssintenance of persosne) recards. Set wp pilet iastallatien in
Perscanel Byanch, Psr Bust Divisian. It is anticipated that these
procedures will be edopied Ageney-wide resulting in greater spred
and sconomy in processing perscans). actions.

~ _
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The Recards Managesent Staf?! is respomeidle forr directing the jgenc: ‘s
records menngement progran consisting of the following elemente:

S ition - The ecomcomicel and systemstic dispoasition
atnaneymwas hading preservation, transfer and disposal
according to spproved achedules;

b ¥ ~ « Salection and tremsfer to s repository of those
records essential to tho operstion of the Agescy during an merpescy;
Qe - Ipplication of improved systess and equipsent io

WMMM;

tandards -~ Development of stendard procedures, sguipmant snd
ar file maintenance )

@. Forms Mensgeweni - Analysls design and identificetion of forms;

> Managemant - Application of improved style standerds
prcmﬂm sbd bandling of correspondesis;

ot - Anelysis, improvement of afministrativ: re-

These programe are administered on a decentyslined bestis throug: area
programs coversd by policier sand instructions issusd by tiw Reexis

Mansgement Stalf.

The staffing complement of thds Staf? consists of | |
of which are comcerned with clariesl snd stencgraphie work.

SUBSTANTIAL MOEETARY SAVINGE AMD INTANGIBLE ERNEFITS ZXNING THE FIRat
EALF GF THE CURRENT PISCAL YEAR. THESE SAVINGE AND PEMEFTTE WRIE
ACCONPLIBHED BY3

a. Tramalerring over 3,000 cubic feet of imactive recards to the
Records Center. This velume is squivalent to 398 fowr drswr,
legal size safe cabinets with s present replasement velue o’
$123,7T16. (As of 31 Desesder 1355, there wers 21,703 cubie faet
of Reeords Center Woldings, eguivalent to 2,715 safe cabine s with
s replacement value of $505,259.)

b. Cowpleting records disposition surveys covering 24,388 cudbk: fest
of records 1in four major effices.

¢. Improviang correspundence practices through the incremsed use of
form spd patterz correspondence and labor saving nmeterials such
a8 one~time.carbon premssenbled tissue sets {letterex).
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4. Installing reperts management progress in the ID/S st /I aress.

e. mé&mmmmmrmuww, funs
ticnal wees, formsis, snd reqiirements for reprints.

r o mmwﬁmwumm.

g. Daveloping schedules for the selsction and deposit of vital
materials.

h, Comducting surveys to improve records systems in five offices.

1. Reviewing requets of offices in the DD/8 sxd ID/I aruvas for file
mmmmbum, ﬁh&rﬁﬂu;mmﬁ
%,565 sq. ft. from the total reguested.

mwcmmumﬂmmm assisting in tie
editing, (2) perfarming the coordimation of proposed regilatory ismancss,
(3) Mh? mmendments, rovisicns or rescissicns of Ageney regla-
tory meterisl, () supervising the distrivution of regulstory issuancos,
snd (5) maintaining official reccrds of ¥w coordipation snd suthew i-
oation.

oyess are officers in this staff work; [ jemployees arv 5
engaged in secretarial sad clerical duties. 5X1

a. Drafts of regalatary issuamces (o be published in the present
regulatory system) providing for the revision or reseiosion of he
Confidential Funds Regulations (except for three subparagraphe)
ve been received.

b. Fifty-six notices of the obeclats seriss affecting the Officeso?
Persormel snd Security heve bedn reseimied.

e. A complete index of a1l reguis - jsEugnoes was published. At the
,ammmmpwmﬂmhwmmi&a
snd 10k were put out for Agency cocrdimatios. The diserepancy oe-
mmmnmmmummamumma
were atill un discusaion before being put into shepe for Ageacy
cocrdination.

a. x&&mmmmmmmmimmt&s
fisal hslf of 1955.

ltw = -
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5. Incestive lwerds Starf

mmmwrummmmummanm
wmnmmmWMyﬂM,m$
snce from the Agenoy mngmcmw,wwmemz,
Maxagement Staff. mhwhummnmﬁﬁﬁa

The Staff wow stands at| bretoers, [ jatministrative assistart,
and[ Jolericels. ’ *

mmmmmmmmnmzmmmmmwx

%. Bupericr Performawice Awsrds

During this 1&%%&;&&:@%%&&
total of $3,400 granted in cash awards. e Director present:d
four of these swsrds in October.

b. Employes Suggestions
During the period [ lesployee lwprovement suggestions were re -
ceived; finmsl sction was taker cn and the mmber of suggystions
in proaess was reduced frem ' )
emmm,mﬁmwmmmwuag
$1,195. As an example, cue suggestion to combine I p end
mwmumnmmwmmnmmmaf » 500
for Photo Branch, Graphics Reglstry, OCR.
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